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CHAPTER 1.
Introduction.
A Department Store may "be described, inaccurately but
briefly, as a series of small shops, of almost every kind of
business, housed under one roof and directed by one management.
In the largest stores of this type, in the great cities,
it is possible to buy almost anything that a person could wish.
It is their policy to cater to the needs and wants of their
customers, therefore rest-rooms are furnished, that a tired
shopper may sit down for a few minutes and read the latest news-
papers or magazines. If a customer orders any article not in
stock, every effort is made to secure it for him, in fact the
larger stores have made good the advertisement that they "Sell
Everything"
.
The general organization of the business may be
comprehended in the following divisions:
1. Commercial
2. Financial
3. Legal
These three main divisions are under the. immediate
control of the President who is subject to the Stockholders
through the board of directors. In different stores the main
divisions may be relatively of greater or less importance to
each other, but in every establishment of this kind, the
Commercial division is the most important, it is the source of
revenue and all other departments are created to facilitate its
smooth and successful running.
The head of the Commercial division is the General

Manager. He defines the policy of the business and organizes
and develops the system under which it operates. In order to
do this the following general scheme is adapted. The floor
space is divided up into selling departments, under different
heads, who are given every possible leeway in the buying of goods
and management of stocks. Each head is directly responsible
for everything in connection with his part of the business.
His department is charged with the goods bought and with the
expense of selling, it is credited with the Sales made. Each
section pays its proper share of the general expenses, such as
advertising, delivering goods, lighting, heating, elevator
service, fixtures, rent and the like. It becomes evident that
looking after such an organization properly requires an exceed-
ingly exact and comprehensive system for the gathering and
analysing of information.
The efficient Manager must do the following things:
1. See that the selling force is efficient, that
customers are treated properly, and that every atte^tio^ is
paid to their wants.
2. See that the purchasing department is using its
allowan';e to the best advantage and that the store is not over
stocked or deficient in any line of goods.
3. See that the advertising is bringing in the best
results possible.
4. See that all direct and indirect operating
expenses are kept down to the minimum.
5. See that the credit department keeps proper
records of customers and that good judgement is being used in
granting and refusing credit to customers, and that the per

cent, of bad debts is small.
It is the work of the Accounting department to gather
accurate information with respect to all of the above points
and present it to the General Manager in a well digested and
easily understood form. The most important document that is
compiled is the Departmental Profit and Toss Statement. This
is made up of the following things:
1. Income, derived from the total sales of the
department less the returned goods.
2. Expenses, including cost of goods, of advertising,
of selling, and the pro rata share of all the general expenses
incurred incidental to the running of the establishment.
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CHAPTER 2.
Sales,
The selling of goodB is the object of the business, it
is needless to say therefore, that the selling force must receive
the greatest of attention. The accompaning diagram 3hows the
relation of the selling force to the general organization of the
business, and how its transactions are recorded and checked by
the other departments f c r the purpose of keeping account of the
business done, and securing better efficiency.
The selling force deals directly with the customer and
it is at the counter the customer receives a favorable or un-
favorable impression of the establishment. To be efficient the
selling force should give the customer satisfaction on the
following points:
1. Accurate, prompt, and courteous service.
2. Answer questions concerning goods, terms of
purchase, delivery
,
and all other matters, politely and
accurately.
3. See that deliveries are made as promised and no
mistakes are made in terms, amount, or name and address of custo. .ei
4. See that mail order customers receive exact and
prompt attention.
5. See that the customer performs his part of the
contract by either giving cash or sufficient means of
identification in case the sale is not for cash.
6. Goods must not be misrepresented.
7. Goods should be tastefully displayed.
8. Goods should be ready for sale at the opening hour.

A combination of two schemes is followed to see that
these results are obtained namely personal observation and
specific record.
Floor Managers are appointed to see that customers are
treated properly and that the rules of the house are enforced.
Each Manager is given general supervision over his division and
he must see that the department is always in working order. All
claims and complaints of customers are referred to him and his
best efforts used to adjust any errors made, and, when necessary
referr them to the Complaint department. The floor manager
being constantly on the watch, observes any Inefficiency or
unattentiveness in help, and must report anything which in his
judgement should have attention.
Sales 3irls.
The sales girls
,
both consciously and unsciously
give considerable information about themselves. When a girl
desires to get employment she is given the following sheet to fill
out (Fig 1). Her record is investigated if she is apparently
fitted for the place and if it corresponds to her statements
she is engaged at a stated wage. She is then given a number
and assigned to the department in which she is to work. These
numbers begin at one and follow consecutively, vacant numbers
being assigned to new clerks. In some stores certain numbers
are set aside for each department, as Department A, clerk
numbers one to twenty etc. This latter method often leaves
some numbers blank and unused, but a3 it divides the clerk
numbers along with the department letters, it affords a guide
and some assistance to the auditing department in cases of
illegible writing, and aso helps to determine borrowed clerks.
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Clerks are assigned to one department only, but it of ' en happens
that in case of "bargain sales, or rush business, one department
will borrow a clerk from another. For instance a clerk may be
sent from the silk department to help in the women's ready made
suit department. In such a case the transferred clerk may be
given a special identifying number, but probably the- best way is
to allow her to keep her original number, but use a sales pad of
the new department. In this way her number on the sales check
of another department will be sufficient evidence that she has
been transferred.
Time-keeper.
The punctuality of clerks is maintained in one of
several ways.
In all stores the clerks are required to enter certain
doors where time-keepers are stationed, who keep a record of
each clerk according to their numbers. This record may be
kept on a time sheet for each day br the time-keeper, or better
by a time recording clock. The advantages of the time record-
ing clock are that the' clerk keeps her own time, and that the
record is exact, thus mistakes are prevented and disputes
avoided
.
When the clock system is used each employee is given
a time card, (See fig. 2.) At the top of the card is a place for
the name of the employee, rate of salary, number of department,
number of clerk, and number of clock. The cards are made to
record time for one week and ir the body is shown the week,
number of working days, any charges against clerk for merchandise,
the amount paid and the amount charged to pay roll. If a
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jclerk is unusually late a fine is imposed and deducted from
her v/ages at the end of the week. This fine is frequently
turned over by the store into some fund which is devoted to
the use of the employees, as for example, magazines for their
rest room. A certain allowance is made for tardiness hut the
rules must he very strictly observed in this regard in order
to keep the full complement of clerks on duty when needed.
Besides the information given on the time cards, the
appearance of the clerks' sale checks, and any mistakes made
are recorded on a card for each clerk in the Statistical
department.
The floor manager is constantly observing clerks to
catch any mistreatment to customers, absence from their counters,
or any other vilation of the rules of the establishment.
All this information is summarized on the employee's record
sheet. (See fig. 3).
As each sales girl is employed and started to work,
she is provided with a pad of checks, numbered consecutively,
a
ar d atrip for recording sales which are held in a cover, this
is usually referred to as the salesbook. The sale ticket or
check as it is often call may be one of many forms.
One form provides one check for C. 0. D. or charge
sale, and one check for cash sale, as shown in figures (4 & 5).
It will be seen that the department is designated by letter,
this is done frequently where the number of departments is less
than 26. Another fecheme is to have separate checks for cash,
C 0. D.
,
and charge sales, printed on differenttjcolor^paper.
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This latter system is rather combersome, as it is more diffi-
cult for the sale person to handle three "books.
Still another scheme is to have one check with caroon
copy for cash, C. 0. D. and charge, this check must necessarily
"be somewhat larger than the chel.s under the other two systei.s,
but it is just as complete. The slip is divided into three
parts, as shown in figure 6. The first containing the name
and address of the customers and any delivery directions given.
The second part ("b) or middle sheet contains an itemized
statement of the articles purchased. The cash voucher (c) at
the bottom shows the amount of money received, the amount paid,
and the change. This often prevents mistakes. In a cash sale
this voucher is given as a receipt to the customer along with
the duplicate guarantee slip. In a C. 0. D. sale this coupon
is sent v/ith the package and it is receipted by the driver when
thecash is paid. In a charge sale it goes to the auditing
department.
This latter system is just as efficient as either of
the other two and much easier to handle, both by the clerks
and the auditing department. In all cases duplicates are made
of the checks and these are given the same number as the original.
We have now considered the method of selecting sale
people, have given them possession of the goods and sale books,
so that they are now ready to meet the customers and fill orders.
Sales may be classified as follows:
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Cash
1. Counter-— C. 0. D.
Charge
Cash
2. Mail Order C. 0. D.
Charge
.
Cash and charge sales may "be further subdivided as
follows
:
1. Carried away.
2. Delivered to the purchaser.
3. Delivered to third party for purchaser.
Counter Sales.
The most simple form of a sale is the cash sale
carried away.
On making a cash sale, the clerk enters on the sale
check, her number, statement of goods sold, price, and amount
received, the object in entering the amount received is to
avoid any confusion regarding change, (see fig. 6). After
making a sale the amount is entered in the summary of sales,
the loose card on the back of the cover, (see fig* 7).
The cash and goods with the entire ticket is then
sent to the cashier, he proves the amount, records them, and
gives the slip to the inspector who stamps both original and
duplicate. Before stamping (a) the inspector examines the
that
sale and checks the items to see they are correct. The
duplicate^f igure 6 (b)^ is wrapped with the goods and the origina
is placed on file to be sent to the auditing department at the
end of the day. The package is sent to the clerk who turns it
over tc the customer with the change. The cash is sent usually
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by a "boy or pneumatic tubes to the cashier, or in some stores
a cashier with a cash register is placed in each division.
V/here the cash register system is employed, the money,
ticket, and goods are taken by the sale clerk to the cashier
desk, located near each department. The wrapping clerk or
inspector is at the same desk, he takes the goods compares them
with the check and wraps them up. The cashier takes the money,
checks the extension on the sale check, records the amount on
the register, and returns the change with the bundle to the
sales clerk.
These cashiers are given cash registers and they ring
up the amount of each sale according to the department, and
at the end of the day, the slip inside each register, shows
the total cash sales of the departments handled, ?m& these with
the money are turned over to the General Cashier.
Where the pneumatic tube system is used, desks are
arranged near each department, these contain the tubes and
the wrapping counter. The sales girl hands the money, ticket,
and goods to this desk, the wrapper checks the goods with
the slip and //raps them up. The girl tending the tubes sends
the original check and the money through the tube to the cashier.
The cashier proves the extensions on the ticket, notes the
amount of the sale, stamps it with his number and the date,
and then returns the whole ticket, with the change to the clerk
at the division desk, who in turn files the check and returns
the change and the bundle to the sale girl. Under this system
the cashiers are located in the tube room. Each cashie

and each tube with its carriers are given a number, which is
stamped on the sale check, as noted above, One cashier usually
handles several departments easily, "because the carriers are
ed
forced through the tubes by comprest,A air , and travel very fast,
In fact the money can be sent to the cashiers by means of the
tubes, with almost as little wait on the part of the customers,
as when it is handled by the cash register system right in the
department. At the beginning of the day each cashier is given
enough money for making change. When she receives cash, she
record3 the amount on a tally sheet by departments, (see fig.
8) f and at the end of the day makes out a report of totals by
departments, which with the cash is turned over to the General
Cashier.
When a cash sale is to be delivered, it is treated
the same as described above, v/ith the exception that the bundle
instead of being returned to the customer from the wrapper is
sent to the delivery department, along with the original sale
check. In the delivery department, the coupon containing the
customers address is pasted or copied on the package and the
remainder of the slip sent to the auditing department, after
being stamped by the delivery department, to show that the
goods have been received by them. The delivery department will
be described in detail further on.
Thus we see that after a cash sale^has been completed,
the goods will have been inspected and wrapped by the inspector
or wrapping clerk and delivered to the customer, either directly
or through the delivery department. The cash is in the hands



of the division cashier and from hira goes to the General
Cashier and thence to the Treasurer. The original of the sale
ticket has been sent to the auditor, while the duplicate has
been wrapped with the goods and gone with the customer.
C. 0. D. Sales.
In the large stores there are a great numbe: of collect
sales
on delivery daily, and in this case goods are never given to
the customer, but are always sent. The C. 0. D. ticket is
made out the same as in the cash sale with respect to the
schedule of goods, more care must be used though in securing
the name and address of the customer and time of delivery, if
a special time is desired. The original schedule in this case
is delivered with the goods and is receipted by the driver on
collecting the money. The duplicate guarantee slip remains in
the sale girlsbook and is later sent to the auditing department,
where it is checked and compared with the inspectors voucher.
The cash voucher at the bottom of the original schedule is torn
off, sent to the auditing department and there compared with
the other two parts, namely, guarantee slip and inspector's
voucher. C. 0. D. sales ar" also listed separately on the
total slip in the sale girl book ( fig. 7) and furnishes another
check for the auditing department.
Some stores use a system of uniting a C. 0. D.
ticket with the shipping tag. This system, requires duplicate
manila card sheets, the left half of which contains date,
department, clerks number, name, residence, space for description

of the purchase, and the inspectors stamp. The right hand
side (see fig. 10 ) of the sheet is the C. 0. D. shipping tag,
giving date, department number, clerk number, name, residence,
and space for description of the goods with a special shipping
and packing instructions on the reverse side. The auditor*
s
coupon is at the bottom, and shows date, department, number of
clerk, C. 0. D,. number, name, residence, amount due, and driver.
Each of the clerks in the store is provided with
a number of C. 0. D. tags. When a sale is made, it is entered
as it v/ould be on a regular sales ticket and is carried as a
C. 0. D. on the clerk's total slip. (Fig- 7). If a deposit
is made on the goods, as is frequently the case, this
deposit is deducted from the total amount of the sale, the C. 0.
D. is considered the net amount, and a regular cash sales
ticket is made for the amount of money paid.
The principle difference between this method of
handling. C. 0. D. and the charge method, where C. 0. D. Ledger
is kept, is that the sale is not credited to the department 3r
ed
consider ^a.de until the money has been received, \7hen the
charge method is used a C. 0. D« Ledger must be kept and returns
from the department, through the cashier's office, credited in
this ledger. The above plan is just as safe and requires much
less labor. The Express C. 0. D*s. received by the ::ail Order
department are kept separate, but the system is the same.
Charge Sales.
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As Charge Sales are of a greater importance than
Cash or C. 0. D. Sales on account of the fact of their "being
carried through a number of hands "before they are finally
disposed of, the utmost care must "be exercised in making out
the ticket and having the name and address absolutely correct.
After the Sales Clerk has noted the items on the ticket (fig. 5)
the same as in above sales, the name and address of the customer
is carefully taken, and inquiry made as to whether or not the
customer carries an account with the house. If the customer
is a new one, she is referred to the credit department where
the arrangements for credit can be made if desired, before
closing up the purchase. Where the customers desires to take
the goods away herself, it is necessary to receive the 0. K.
of the Floor Walker. If he does not know the customer she
must go to the credit department and receive an identifing slip.
The Sales girl sends the ticket to the charge department and
if it is 0. K. it is returned stamped to the clerk. She then
hands the ticket and goods to the wrapper. The cleik keeps the
guarantee slip or duplicate in her book and notes the amount on
her tally slip in the back of the book. ( See fig. 7 ). The
original is checked up by tfee inspector and sent by him to the
Bookkeeper who enters the charge on the Ledger against the
customer. The inspector's voucher is sent at the end of the
day to the auditing department where it is checked against the
totals from the sales girl's slips, the duplicates turned in
by the sales girl's, and with the charges received by the Book-
keeper, all three must agree at the end of each day.

When the "bookkeeper receives the original schedule,
he enters it directly on a ledger to the debit of the purchaser,
he then sends the schedules to the Billing clerk v/ho has charge
of that particular letter of the alphabet and he makes out the
bill. In large stores it is customary to give each bookkeeper
charge of the accounts, say from A to G inclusive etc., and a
billing clerk is assigned to the same letters. The bills are
made out daily and in duplicate, the carbon being filed for
reference in case of dispute, they are checked against the
schedule in the ledger. When the money is collected the receip-
ted bill is returned to the customer if possible, otherwise a
blank receipt is mailed for the total.
Thus we see that after a charge sale has been completed,
the goods will have been inspected and wrapped by the inspector
or wrapping clerk and delivered to the customer, either directly
or through the delivery department, exatly as in the case of
a cash sale. The original sale check after being approved by
the inspector is sent by him to the bookkeeper who enters the
charge against the customer on a ledger. The duplicate slip
remains in the sales girl book a.nd is sent to the auditing depart-
ment at the end of the day, along with the tally sheet. The
inspector voucher also goes to the auditing department, and is
there checked by totals against the totals of the bookkeeper,
the tally sheet of the sales girls, and the duplicate sales slips.
All must agree, th.s making a perfect check.

Transfers
In a department store a customer v/ill often wish to
purchase goods from several different departments, in order to
save the customer's time and avoid duplicating in the sales
checks, the customer is given a transfer, (see fig. 12). This
gives the name and address of the purchaser and it is carried
by the customer from, one department to another where the various
articles purchased are recorded. In the case of a charge sale
the record is sent "by the last sales girl to the bookkeeper and
it is charged against the customer as described atoove. The
duplicate goes to the billing clerk and the two are compared by
totals. The lower part (c fig. 6 ) goes to the auditor. In
case of a cash purchase, the customer takes the slip to any
division cashier on the main floor, pays the bill, and the goods
are either taken away or delivered later.
If the sale is C. 0. D. the customer leaves the
transfer with the last sales girl as in the charge sale, and the
bundle is delivered later.
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Mail Order Department.
We have finished what we termed Counter Sales and
will now proceed to consider the Mail Order System.
The Mail Order Department is one of great importance,
it handles all of the out of town sales except those suburban
towns included in the regular city delivery, some houses
let every order received by mail pass through this department
even though it is a regular city customer.
Mail order sales may be divided as Counter sales where
into cash, C. 0. D., and charge.
Whenever an order is received from a customer it is
entered in the mail order department order book, with the date
of its receipt, numbered according to the numb >er at the time
of entry, and the amount of cash, if any is received, entered
on the letter with a blue pencil. The order is then entered
by number in the order register ( fig. 13 ) and given to the
order clerk to secure the goods from the different departments
of the store. The letters are then passed to the mail order
cashier, who enters the amounts noted on the letter and checks
the total with the entire amount he has received. At the close
of the day the cash received with the tally sheet ( see fig. 14)
is turned over to the General Cashier.
As soon as possible after receipt, the letter or order
from the customer is turned over to the auditing department for
filing. For this work the departmenthas a number of girls who
act as shoppers. Each girl is given so many orders a day to
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fill out by purchases from the various departments. She fills
these orders from theoriginal letter, but an entry has been
made on a sheet known as the entry sheet which contains the
name of the person, his post office, and address. This entry
sheet is sent with the last order to the shipping department
and the shipping clerk initials if it is shipped, if not leaves
it blank and gives some explanation why not shipped and send s
the sheet to the head of the Mail Order department. In addition
to the entry sheet, the shopper also has a tracer sheet on which
she checks off the list as the order is filled and at the end
of the day the tracer slip and the entry sheet are compared.
When the girls start to fill the order they fill out
a sales slip and after the order is completed the upper part
(a fig. 6) goes with the package to the shipping department
together with (b). The shipping clerk compares (b) with the
goods and (a) with thename and address. (c) after being inspect-
ed with the goods and stamped is sent to the auditing department
by the sales girl who sells the goods. As each order is comple-
ted the total is entered on a sheet which is sent to the auditing!
department and compared with all of the other slips.
If the letter or order calls for immediate delivery,
special delivery slips are pasted on the bundle and when the
shipping department receives it they ship it at once by special
delivery wagon, by messenger, or other quick methods.
A card index is kept of all mail order customers under
States and Cities and the date of every order is entered on the
card. They also contain a list of catalogues and special letters
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sent to the customer.
Having now described the various sales from which
the department store derives it income, we will show how this
income is recorded on the books of the concern.
At the end of the day a Divisional cashier records
on the departmental cash book (see fig. 17) the total amount
of cash sales of each department, and this total is recorded
on the General Cash Book as the total cash sales for the day.
The bookkeeper has received the sale slips and has entered the
total of each departments sales on the departmental sales books
(see fig. 18), and the total in the General Sales Books.
The C. 0. D. Sales have been carried through in the
same manner and also the charge sales, with the exception that
instead of being entered in the cash book, they are put in the
customer's ledgers, not by departments, but for the whole store.
Y;hen the Mail Order Department makes a sale the goods
taken from the different departments are credited to the depart-
ments and debited to the Mail Order Department on the departmenta
books, then they are credited in a lump sum to the mail order
department on the General Book and cash or the customer's
accounts debited. We now see that all sales including M. 0.
have been credited and will appear on the right or credit side
of the Profit and Loss account. It will be seen that with the
exception of a few small items, such as "Returned Goods" we have
completed the right hand, or income side of the Profit and Loss
account. We will now take up the left or expense side beginning
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with purchases.

Dau 11
Coihi"
A/no /
Dcfri
2. 3 4
Oe(,t
5
etc. Total
\
2
3
f
7
r
/o
//
/ L
IS
H
J
5-
llo
tfc
TIT*}
Fiy 17- Cash -Summary-

20a
C
PO
e
X
A
M
9
>o
u
s
s
K
3^
XL
«=<:
II
Ct
C
cr
K
i
2T
o
C5
to

CHAPTER 111.
Purchasing Department.
The most important expense of a department store is
that of securing the goods which are exposed for sale. This
is the work of a small army of men, each a specialist in his own
line, who are send into the world 1 s markets at regular intervals
in search of new goods* The object is to save all intermidiate
profit "by buying direct from the manufacturers, and thus get
as near as possible to the actual cost of production. Many of
the larger stores establish permanent foreign buying offices,
thus enabling them to keep in close touch with the newest styles
and novelties, and secure a prompt and rapid delivery of goods.
But the buyers' duties do not end with the purchasing
of goods. He is also manager of a department which is made up
with various lines he buys and is responsible for the proper
management of the same. He is under the supervision of the
Merchandise Manager, but is given authority to order goods up
to a certain amount a day, without receiving special permission
from the Merchandise Manager. If any department manager desires
to buy over his allowed amount, he must fill out a request,
stating the articles to be purchased and the reasons, and have
it confirm by the Merchandise Manager.
At the end of each dsyeach department manager fills
out a daily report blank (fig. 19), showing the order number,
in the department, the name of the firm purchased from, terms,
and other information concerning it. A total record is made
of these department orders in theoffice of the Merchandise
Manager. V/hen the Invoice is received, the bill is given a
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number with the date of receipt, the departments number, and
the receiving clerks number is also stamped on it. The hill
is then compared with the Invoice as in the receiving department,
if it is correct the ledger sheet (fig. 20) is made out. This
shows the name of the manufacturer, terms, cost, date, selling
price as determined by the buyer, and profit, also any discount
and expenses incurred in selling.
When a bill is paid the following is done: The
auditing department keeps a record of the purchases by customers
and at the end of the day sends statements to the manager of
all outstanding bills with the times to get the best discounts.
A clerk enters the total for the day that should be paid on a
tickler as received from the auditing department and then the
day before the bill is due, he calls for a statement from the
bookkeeper for the accounts due and their totals. The bool\-
keepersrecord is taken from the journal, and the journal record
from the bills, and thus they are checked against the auditor.
Both get the same result from difference sources. A check for
the total, less discount, is then sent.
Thus we see that when a purchase is made, the buyer
fills out the order, the receiving clerks checks the goods
received, and the buyer then checks and 0. K, the prices and
sends the approved Invoice to the auditing department, here the
department is charged with the merchandise. (See fig. 21).
When the bill for the order is received, the buyer
checks it up and sends it to the bookkeeper, the latter enters
it on the General Books, debiting Purchases and crediting Account
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Payable. He then notifies the cashier the "best time to pay the
bill in order to receive discount. When the cashier pays the
bill he notifies the bookkeeper of the payment and the discounts,
v/ho in turn debits Accounts Payable and credits Cash and
Discount.

CHAPTER 4.
Advertising Department.
The cost of advertising is one of the greatest and
most important expenses of a department store. The significance
of the relation of advertising to the business can not possibly
be exaggerated, and it demands the attention of the head of the
store probably more than any other department. The department
Managers and Sales People are made to feel and know the general
policy of the advertising and that it is a part of the plan for
disposing of merchandise, and thus make the policy of the
advertising the policy of the business.
The direct management of the department is under the
advertising manager, or ( Add Writer), as he is more commonly
called. He must, if the best results are obtained, be confident-
ally taken into the inner workings of the firm. He must know
which departments are weak and which are strong so he can work
intelligently towards building them up and decide the amount of
space to be allowed to each department, In this matter the
opinion of the department managers are of little value, as each
is prone to think his department the most important.
All copy made up by the department managers must be
submitted to the Ad Writer and at such a time that he may give
them proper attention, and arrange for cut s and corrections.
As shown previously by diagram the advertising may be
divided into the following:
Newspaper Ads, Catalogues, Circulars, Personal Letters,

and window displays.
The advertising done through the newspaper is the most
important, "by this means thousands of people are told each day
what the store has to sell. Probably next in importance to the
newspaper is the catalogue as the chief medium of advertising
for the Mail Order department. Catalogues are usually sent out
semi-annually and as they are the direct representatives of the
House to its out of town customers, great care must be used in
making it up. Prom time to time during the year, the catalogues
are supplemented with special advertising, such as Booklets and
Circulars. These can be dropped into the homes by means of
letters or parcels, and as they are sent out often, they can show
to advantage the present seasons requirements, such as gifts at
Christmas time, for example. Another important means of adverti-
sing is a display window. All large stores have ample window
space, and trained men are kept continually at work changing the
displays and making them attractive. Many passers by are attracted
by this means and shown some of the season's needs who otherwise
would not take the trouble to enter the store.
When a bill of advertising comes in it is sent to the
Ad Writer and approvedby him before it is paid. Is then sent to
the Auditing Department where it is charged out against the
various departments according to the space occupied. This means
that every Invoice for newspaper space, for catalogues, circulars,
etc., has to be analysed out, for this purpose an advertising
Charged-Out Book is used. (See fig. 22).
As it often happens that one department will receive
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much more advertising than another, is only fair that the
General expenses of the department, such as rent, wages, etc.
,
should "be pro rated according to space used. In many cases
though, the practice is to lump them in with General expenses an
pro rate them along with salaries of General Officers, accor-
ding to sales. If the first method of apportioning is used
we see that the advertising department is charged v/ith Bills,
Wages, Rent, Heat, etc., and the various departments are
credited.

CHAPTER V.
Delivery Department.
All goods to "be delivered are sent down chutes to the
basement. Here the name and address is looked at by an inspector
and router and the package placed on a travelling belt and sent
to the proper routing bin. Again the name and address is looked
over and entered on the delivery sheet. (See fig. 23). This is
made out in triplicate and states the name and address, the
number of packages, and the department from which it came. The
driver then takes a copy of the sheet and compares it with the
articles as they are loaded, take the copy with him on the route
and is responsible for all the packages. In case any packages
are not delivered they are held for future delivery or put in a
special room and latter distributed back to stock, the customer
being credited v/ith returned goods.
China ware, pianos, and special articles are handled
by skilled men and packed and unpacked in the presence of the
purchaser, who is required to sign for the goods. (See fig. 24).
Each of the stables has a superindentend who must
make reports for all expenditures such as repairs, wages, new
material, feed, etc. The arrangement for the use of cash by
the Barn Superindentent is usually by an imprest account for
each Barn, a check being given for the amount expended when the
report
has been received and 0. K. 'd.
There are two ways of distributing the cost of
delivery among the departments. One method is according to
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value and amount of space used, it requires a very detailed
system and is not accurate in the end. The second method is
to distribute it according to sales, and while this is not
accurate, it is probably just as close and much simpler.

CHAPTER 6.
Salaries & Wages.
The Pay Master receives information for estimating
wages from the system of time registering used. On the time
sheets (see fig. 25), kept by the time keeper appears the name
of each employee under the respective department he is attached
to, number, rate of wages, number of days worked, and actual
wages due. This is entered on the wage sheet for each department,
and the cashier draws one check for the total amount of all the
departments. The Departmental pay sheets are then sent to the
various department managers with the cash and by them distributed
to the employees. After the employees have been paid the
department manager return the pay roll to the chief cashier,
where the entire week's pay roll is entered on the summary sheet,
(see fig. 26), checked back and charged against the proper
department. If any payment is made for over time or allov/ance
made for supper money for extra work, such amounts should be
entered on the pay card in red ink.
The payments of salaries of the executive force and
of such other employees who come under the head of the salary
list are paid upon a definite date each month by the chief
cashier, the proper charge being made through his cash.
As the wages and the salary of the departmental force
are charged directly to the department, there is no need for
allocation, but the salaries of the general officers must be
pro rated among the departments according to the proportion of
their sales.
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Rent & Taxes.
Rents and Taxes are usually proportioned out against
each department according to floor space occupied, which should
not be consider as costing so much in rent, but as v/orth so
much in turn over, according to position occupied.
Lighting & Heating.
Lighting and Heating are best proportioned out on a
ratable basis, the rate being that which the total charge for
lighting and heating is of the total rent.
Insurance & Interest.
Insurance and Interst are best charged according to
the amount of stock carried and in proportion to the rental
value of the space occupied. Burglarly and guarantee insurance
are lumped in with insurance on stock.
Stationery.
Stationery should be charged out pro rate on sales.
Credit Department.
There are very few department stores in the country
that do not give credit. It is thus that they build up their
business, and, while some of them draw the line, the majority
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are willing to acceptas a "redit customer my person who can
give sufficient evidence of their ability to pay their accounts
when due, whether they are possessors of any property or not.
It is, however, necessary to have akeen man at the head of this
department, as it is upon his business judgment and insight into
character, that the success of the business largely depends.
It willbe seen from the former diagram on the first page, that
the manager of this department reports directly to the General
Manager. This department also has charge of the collections.
In the larger stores there are several divisions of
the credit department located in convenient places about the
store, the customer desiring credit goes to one of these and if
there is any doubt information is secured from the main division.
The person desiring to open an account makes out an application
ed
for credit on the blank Fig. 32. He is quiz very politely as
to his financial standing and references and his statements are
summarized on a blank for that purpose. (See fig. 31). The
references are looked up and his statements investigated, and
if they correspond with the facts discovered he is given an
account of a certain number. His name is then entered in an
Index Book together with is number, and at any time it is desired
to find out his standing they look up his number in the Index
Book and from that go to a drawer containing a list of any change
occurring in the rating >f the individual, if he secures more
or less property, if he fails, or gets into trouble financially.
( See fig. 33)
.
The collecting of accounts, also handled by the credit
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department, is divided into two classes, City, and Country.
The former is handled by collectors and the latter by corre-
spondence. In most stores the good accounts are sent out monthly
direct from the bookkeeper, , and only the delinquent ones are
held by the credit department.
The expense of running the credit department is consi-
derable and it must be pro rated among the departments if an
actual department Loss and Gain statement is to be made. Best
scheme.., f pro rating this expense is according to the proportion
of charge sales.
Receiving Department.
All goods purchased by the house must enter through
the Receiving Department. Here they are checked against the
Invoices and against the duplicate order. No goods are put into
stock unless they agree with the order, should any difference
be found it is reported to the purchasing agent whose duty it is
to affect an adjustment. The cost of the Receiving Department
being an indirect expense of the departments, it is necessary to
pro rate it. This is best done according to sales.
Adjusting Complaints.
The Adjustment of Complaints and the remedying of error
to the satisfaction of the customer and at the same time doing
justice to the store is avery difficult proposition. Every large

establishment conducts an adjustment department and great care
is used in selecting employees who are not easily ruffled and
who can handle customers that are not in a special good humor,
in a manner which will conciliate them.
The expai se of this bureau must be pro rated among
the departments according to sales.
Returned Goods.
So far we have considered the income and the expenses
of the Profit and Loss account and there now remain to be
described, Returned Goods, which are deducted from sales, and
the Inventory or the amount of stock in a department at the
beginning of any given period.
In case of Returned Goods a customer should return
the goods to the department purchased from, a receipt being given
for the same. (See fig. 27). The floor walker should be called
to inspect the goods and 0. K. the receipt. The customer then
takes the receipt to the adjustment bureau where she receives
either a credit ticket or a cash refund ticket for the amount.
The Return slips are made out in triplicate, the original
going to the customer and later turned in at the adjustment bureau,
one copy remains in the book and the third goes to the Auditing
Department. The monthly totals of returns should be deducted
from the monthly totals of sales by departments, so that a net
amount is posted to the credit of the sales account. The total
may be posted to the debit but the first method is the best as
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it shows net sales daily.
Stock Talcing.
Stock must be taken at its lowest value--- that is to
say, if it is depreciated in any way, either "by being a past
season style, old stock, shop spoiled etc., it must be written
down. All really saleable stock is taken at cost. Inventory
must be taken at stated intervals and in the mean time a very
close estimate must be made of the goods on hand.
In preparing for an Inventory, the Inventory Blank,
fig. 28 or a number of them, are given to the department to be
filled out by them. These sheets are in duplicate and each sheet
whether used or not must be returned. After the Inventory is
taken, it is returned to the office where it is extended into
the last or proof column. The department number and the number
of the sheet are shwn at the top of the proof sheet column, and
after the completion of the first extensions the proof sheet is
torn off and the Original Inventory extended. This is compared
with the proof slip and if tallies the work is correct, otherwise
a mistake can be quickly located by placing the two side by side.
All the sheets contained in the Inventory of one
department are filed together. The total figures, as shown by
the Inventory of each department, are entered in a Inventory
Summary, which is used for the closing of the department account
and also for purposes of comparison, (See fig. 29).
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CHAPTER 7.
Accounting Department.
We have nov; given a general description of the
"business of a department store and shown how the various forms
are made out giving information about the transactions. For
this information to "be of any value to the officers of the
concern it must be condensed and summarized, this is the work
of the accounting department.
So far we have described all the items entering into
the Profit and Loss account, it only remains the method to show
of recording them. Figure 30 shows a good plan for Monthly
departmental statements. The Inventory for the previous month
is taken and to this is added the merchandise purchased during
the month, less the Return goods and present Inventory, this
total is deducted from the sales, leaving the Gross Profit.
Prom the Gross Profit the various expenses that have "been pro
rated as above aresubtracted, leaving the net profit.
A great many stores keep a daily record of sales
and purchases and estimated daily Gross Profit. These records
v/ill be taken up later.
Handling Sales.
The handling of charge sales and the method of posting
them to the customers accounts is a very important part of the
accounting work of a department store. The charge tickets are
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collected three or four times a day and are sorted alphabetically
according to the way the Ledgers are divided, and posted directly
to the customers Ledgers. They are checked by totals against
the tally sheets in the "back of the sales books.
The cash sale checks are sorted to the cashiers,
departments, and clerks. The totals of each cashier are t-ken
first and this amount must check with the total receipts of the
day as reported by the cashier. IText the total sales by depart-
ments and clerks is recorded which is checked against the cashier
and the tally sheets. (See fig. 34).
After the charge checks have gone through the Ledger
department they are received in the Auditing department and are
treated in the same manner as cash sales were. The individual
bookkeeper has reported to the auditor his results showing the
amounts debited and these must tally with the total checks by
departments and clerks.
The Addition of the cash sales and the charge sales
of each department for the day, and the addition of the clerks
sales for the day gives the entire daily sales of the depart-
ments separately, and by each individual clerk. (See fig. 34).
A recapitulation of each of these items is kept for each day
in the month, so that at the end of the month, a monthly state-
ment may be submitted. (See fig. 35). In many stores a daily
Profit and Loss of departments is desired, this is obtained by
using purchases and net sales as shown above. (See fig. 36).
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Balance Sheet
l;ext in importance to the Prcfit and Loss Account
among the statements compiled "by the Accounting Department is
the Balance Sheet. It is made up as follov/s:
Assets.
Cash at Bank and in hand,
Accounts Receivable,
Inventory,
Furniture and Fixtures,
Real Estate,
Good Will.
Liabilities.
Bills Payable,
Accounts Payable,
Capital Stock.
The regular, special, and periodical comparative
statements to the management are made by the Auditing Department
but the annual statement above is made by the General Bookkeeper
from the General Books. In nearly all Houses the Accounting
Department and the Bookkeeping Department are merged into one
and the Chief Auditor also has charge of the General Books.
Separate accounts are kept for every department in the store
which are posted from the reports of the Auditing Department.

The controlling account for the various customers' Ledgers and
for the purchase Ledgers, as well as the other usual general
accounts, are also kept in the General Ledger. All the postings
ed
are made from daily summaries furnish^by the Auditing Department.
A sample of the General Ledger is shown in figure 37, a four
column Ledger debit, credit, debit balance, and credit balance.
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CHAPTER 8.
Conclusion.
The question of how to keep departmental accounts
and what expenses should be charged to them, is one about which
there is much difference of opinion and practice. The general
idea is that each department should be treated on a separate
basis and that it should contribute to the aggregate net Profit
of the business, but where to draw the line in charging expenses
is not always clear.
These accounts are handled in one of two ways. They
may be kept in the form of Trading Accounts or they may be
resolved into their elements by a process of analysis and shown
in the form of Columnar Returns. The second form has been
used in this paper as the first is more adaptable to a wholesale
business.
In many cases departmental responsibility is made the
test of admission of charges against the department, and unless
departmental control can be shown no charge is made. In this
case charges are made to Central Managerial or General Account.
Still another scheme of distributing the General
expenses is to pro rate them on the turnover. This is not
good because the volume of trade is not necessarily the index
to the volume of expense.
The system used above of distributing them as accura-
tely as possible, not according to any fixed rule, but some in

4(
proportion to sales, others to rent, etc., while much more
detailed gives better results.



